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1 Position Title

	Program Manager – Media and Marketing, and Continuing Professional Development


2 Purpose


	The two portfolios of Media and Marketing and Continuing Professional Development (CPD) were combined in December 2011 due to staffing changes.  One of which was the secondment to the Medicare Local by the Media and Marketing program manager 

Regular communication to the members via publications and promotion of Division programs in the lead up to the Medicare Local resulted in the development of this role.

CPD (Continuing Professional Development) is an integral Division responsibility.
As well, the position is responsible for managing the gift fund program.




3 Working Environment


	The Barwon Division of General Practice was established to achieve the guiding principle of significantly improving the health outcomes for patients that either directly or indirectly falls within the sphere or influence of the company.

The objectives of the Barwon Division of General Practice are:

 Population Health:

· Increasing the focus on population health including preventative care and improved chronic disease management with an increased focus on illness prevention and health promotion activities.

 Access:

· Improving the access, efficiency and effectiveness of integrated primary health care at all levels, especially within the Division area.

· Meeting the special health needs of individuals and groups within the rural community especially the Aboriginal and Torres Strait Islanders, those from isolated locations and people with chronic health conditions, and whose needs are not adequately addressed by the current health system.

· Enhancing the development of the current and future health workforce.

Quality :

· Maintaining high standards of practice through enhancing educational and professional development opportunities

· Developing and maintaining a high degree of corporate ethics at all levels of the Company
Integration:

· Developing and enhancing the collegiate spirit of the members. 

· Strengthening the role of the rural general practitioner as the coordinator of the integrated health care for the individuals of our GPs within our community.

· Encourage and enable primary members to contribute to health planning at all levels.
	


4 Dimensions
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	The Marketing Manager role is overarching across the organisation and requires collaboration with all Division staff, members and media linkages.  The Gift Fund is an ongoing Division Program which includes fundraising for Heart Start machines in various towns and the Dr William Hunter Scholarship.


5 Reporting Relationships

	Report to the Governance Coordinator.


6 Major Accountabilities


	· Coordinate and develop the Division’s media and marketing activities  with the objective of a high profile in the local community and state and national networks

· Coordinate the CPD program and events with a member focus

· 
· Manage the Division Gift Fund (including the William Hunter Scholarship, the Heart Start program and other community endeavours)

· Participate in the operations and activities of the governance team as required by the Governance Coordinator.




7 Specific Accountabilities

	· Plan and implement a media and marketing campaign to profile the Division activities and outcomes and develop a corporate image.

· Oversee and produce the Division’s quarterly newsletter and Maaruma-li Mail

· Maintain the Division’s website as a tool for members and the community to access Division programs 

· Oversee the production of the Division’s weekly publication to GP stakeholders; the “Wednesday Weekly”.

· Write media releases as requested by Program Managers or CEO

· Assist staff in the design and production of program resources and presentations 

· Manage the CPD program for General Practitioners and practice staff through provision of relevant, quality education opportunities based on an annual needs assessment and support in maintaining CPD points required for members of Australian College Rural and Remote Medicine and the Royal Australian College of General Practitioners. 
· Liaise with all members of Division staff to manage other members’ events outside the CPD calendar. Your attendance at these events is vital, involving occasional weekend and evening work.
· Develop the Consumer Advisory Committee role as an essential element of the strategic direction of the Division  

· Promote mechanisms for involving the community in Division programs

· Coordinate applications, interviews and sponsorship for the Dr William Hunter Scholarship 

· Coordinate fund raising for Gift Fund program

· Evaluate the programs under your portfolio in collaboration with the team leader
· Represent the Division at stakeholder meetings and forums concerned with the programs under your portfolio

· Attend supervision meetings with the Coordinator as required

· Manage own individual learning and development program

· Be familiar with the Barwon Division of General Practice’s policies and procedures and conduct all activities alongside such. 




8 Challenges and Problem Solving


	The Division is largely dependent on funding from the Department of Health and Ageing and has strict contractual arrangements, which constrain the activities of the organisation. Barwon is a small Division with a large number of programs and activities that strives for best practice in all activities. 


9 Authority to Act

	As negotiated with the Governance Coordinator and within the Code of Conduct.


10 Qualifications and Experience

	Essential

· Excellent organisational skills 

· Competent in a range of computer programs – particularly publishing programs
· Experience in events management

· Excellent interpersonal and communication skills and ability to build strong working relationships

· Ability to work as part of a team

· Demonstrated ability to manage competing priorities

· Demonstrated ability to produce high quality marketing materials 
· 
· Current unencumbered drivers license
Desirable

· Experience in program management
· Familiarity with the General Practice environment 

· Formal qualifications and/ or experience in health, marketing, administration, business or related fields
· Experience in working with the media


11 Origin

	Prepared by Alicia Pratt

Date 5 December 2011


	Approved by  

Date  


12 Additional information

The successful candidate will be required to undergo a criminal record check and the offer of employment will be dependent on the satisfactory outcome of such checks; satisfactory as determined by the CEO and based on the nature of the role.

13  Applications

	For more information please visit www.barwondgp.org.au or phone
Sally Urquhart on 02 6792 5514.
or 0427 925514
To apply please email surquart@barwondgp.org.au

	Applications close: 3rd January 2012
To apply please email resume and application letter in which you demonstrate your skills and experience related to each of the selection criteria.
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